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License Renewals: Account Set-up, Linking, Renewing, & 

Troubleshooting 

 

Register for an Accela Citizen Access (ACA) Account 

 

 

Select “Register for an Account”. (If you have already set up an account, skip this 

section.)
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Click in the box to agree to the terms and select “Continue Registration”.

 



3 
Rev 11/30/2018 

Complete the highlighted fields (the password must be at least 8 characters long) 

and select “Add New Contact”.
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From the dropdown box, select “Individual”.

 

 

Select “Continue”. 
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Again, select “Individual” from the dropdown box and complete the highlighted 

fields. (You must enter the same phone number twice for verification.)*

 

*If you receive an error message saying the phone number is invalid, you can ignore 
the message and continue creating your account. 
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Select “Continue”. (Do NOT select “Add Additional Contact Address”.) 

 

 

 

Select “Continue” again. (You may have to scroll up to see this box.) 
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You should now receive a notice saying “Contact added successfully”.  Select 

“Continue”. (Do NOT select “Add Additional Contact Address”)

 

Log in to your new account by selecting “Login Now” 

 

 

Before you can make a renewal payment, you must now link your license to your 

new account.  Follow the directions below for linking the license and paying the 

renewal fee: 
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Linking Your License to Your Account 

 

Enter your User Name and Password and select “Login” 

 

 

Select “My Account” 
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On the right-hand side of the screen, select “Add a License”

 

 

Click on the drop-down arrow. 
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A list of license types will appear.  Select your license type.

 

 

In the next box, enter your license number and select “Find License”. 

 

 



11 
Rev 11/30/2018 

When the license appears, click on the word “Connect”.

 

 

Select “OK”. 

 

 

You should receive a message the license has been added to your account. 
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Paying the Renewal Fee 

Select “My Records”. 

 

 

The license number will appear in your records.  Click on the words “Renew 

Application”. 

 

 

Step 1 of the check-out process, select “Continue Application” 

 

You are now adding the license to your cart to pay.  Step 2, review the 

information provided and select “Continue Application” again. 
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Step 3 of the check-out process select “Check Out” if you are renewing only 1 

license.  Select “Continue Shopping” if you wish to add another license to your 

cart for renewal. (Return to “My Records” to select another license to renew and 

add to your cart.)
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After selecting “Check Out”, the total fees will appear.  You have the option to 

“Check Out” and pay the fees due, “Edit Cart” to remove items, or “Continue 

Shopping” to add another license renewal to your cart. 
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After selecting “Check Out”, select your method of payment.
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Select “Next”.
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Enter your payment information and complete the payment process.  When your 

payment is submitted, your license is issued.  You can verify your licenses’ status 

and expiration date by using the global search box in the upper right-hand corner 

of the Accela Citizen Portal website home page.  Type the license number in the 

search box and press the “Enter” key. 
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The license information will appear.
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Troubleshooting 

Before a License Can Be Renewed or Changed:  

1. You must register for an account. 
2. You must link your license to your account in order to renew it or make any 

changes such as address, change of company representation, name changes 
or phone number changes. 

3. After the license is linked to your account, it can then 
be renewed. NOTE: Licenses can only be linked to one 
account. 

Phone # error/invalid message: If you receive this message when entering your 
phone number, you can ignore the message and continue creating your account. 

If you are having difficulty connecting your license to your account, try removing 
your license from your account and re-linking it. 

1. Go to the “Account Management” tab in the upper right of the screen. 
2. Under License Information, scroll to and then click on “Actions” at the end 

of the license number you are trying to renew. 
3. Click “Remove” and then click “OK.” 
4. Return to the section of this document titled “Linking Your License to Your 

Account” and re-link your license.   
5. Try again to renew the license. 

A license can only be linked to one account. Therefore, if an employer links licenses 
to their account because they choose to renew licenses for their employees, those 
license holders will not be able to access their licenses online for renewals or 
amendments. 

To see if your renewal was successful, enter your license number in the search 
field in the upper right-hand corner of the Home page.  log out of your account 
then log back in. Verify that the expiration date has changed.  If your renewal was 
successful, the expiration date of the license will have updated. 

Address Changes: Select “Apply for a license-amendment”.  Acknowledge the 
disclaimer and then select the license number you wish to change from the drop-
down list in the search box. select the license number you wish to update from the 
license list.  Select “License Amendment” from the bottom of the list and then click 
on “Continue Application”.  Please be advised that if you select an amendment 
other than an address change such as a personal name change, you may be 
required to upload documentation for verification. 

 

 


